NEA , Bulletin No. 21
FrHA 4143

scattered location of various sites of the nroiect; this fact also tending
to increase the variety of technical nrodlems which have to be solved. The
incumbent is uswally skilled in at least one of the subject matter fields
mentioned above but also must have a good knowledge of all flelds involved
in project maintenance.

The Vssential allocation facver in determining this level is the ex-
istence on a project of a variety of major itechnical problems sufficient to
reguire the attention of a full-grade professional enginesr. The size of
a project is a good criterion for assuming the presence of such variety of
problems, svidence to date indicating that project ranging from 6000 units
up can présent such problems.

P-3, Associate Project Maintenance Enzineer

Zither:

This represents the highest level for the top maintenance position on
projects of lesser size and complexity whers technical problems of building
and grounds maintensnce are not of sufficient difficulty and variety to
warrant allocation at the journeyman enginsering level. The incumbent of
the position must be a competent enginesr with several years of experience
in ohe "or more f the recognized engineering or architectural fields.
He performs essentially the same work as the P-4 Engineer, and with as
great a degree of technical independence. However, the incumbent is ususlly
stationed on a project of from 2000 to 80CC units, where installations are
less complex than on the largsst projescts, where prodlems of landscaping,
gradine and naving are less varied and difficult, and where the size of the
maintenance staff is considerably reduced from that of the largest projects,
effecting a corresponding decrease in supervisory responsibility.

Or:

Serves as first ascistant to a P-4 Project Maintenance Engineer
stationed on one of the largest projscts where highly difficult technical
maintenance problems constantly arise. In this situation the incumbent of
the P-3 position either acts as the operating technical enginesr for the
project, with the P-4 devoting most of his time to administering the main-
tenance program, in which case the incumbent svends considerable time in
insnection activities, in the study of structural and grounds maintenance
problems, and in the directing of specific repair and alteration jobs; or,
the P-3 servee in a largely administrative capacity, with reqpon51b111ty for
production and coordination, leaving to the P-4 the greater Milk of direct
technical performance and analysis. In many cases, also, the P-3 is
trained in one or more gubject matter fields in which the P-4 engineer has
no direct experience, thus complementing the P-4's technical proficiency.
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POSITION CILASSIFICATION STANDARDS FOR DIREZCILY-OPERATED PROJECTS

SERIES: PROJECT SERVICEIS ADVISER

KIID OF WORK

Concerns the vprovision of educational, health, sanitation, recrea-
tional, day care, cafeteria and cther facilities and services on the proj-
ect site, the stimulation of projsct maintenance by tenants, and the pro-
viding for the livability of war housing and slum clearance public housing
projecte; involving, more sgpecifically: the stimulation of the support and
cooperation of existing community welfare and social agencies, both private
and public, in the mout effective utilization of project space for active
and passive recreatiomal activities; including the development of programs

of community activities and the making of arrangements for the provision

-

of materials and equipment by various other agencies; the stimulation of
interest on the part of temants in performing general maintenance work,
except that requiring ckill ¢r invelving danger, for the purpose of reducing
maintenance costs and rents and to inculcate feelings of home ownership;

the stimulation of Civilian Defense and othsr war morale building activities;
the planning and development, in cocperation with the United States Public
Health Service, local health departments and visiting nurse associations,

of programs of health, safety and canitation which are bhased upon accepted
principles and practices of public health administration and include the
provision of clinics, nurseries and general medical services; and the plan-
ning and development of recreational and related vprograms including adult
and pre-school 2ducation, through the organization of tenant associations
and the cooperation of such cutside aszencies as the Work Projects Adminis-
tration, the Cffice of Defenss Health and Welfare Serviees, and the local
TMCA's,

The incumbent of a Project Services position has a heavy contact
function with local community organizatiorns and officials and with tenants
in the stimulntion of group activities and the provision of local or tenant
leadership for trese activities. In no cass, howsver, is he responsible
for the actual swperviuion of the ¢lubs, playegrounds, nurseries, clinics,
etc. It is his responsibility to see that these functions are properly
organized and carried cut by cther indivifuals or organizations.

P-4,

g

roject Services Adviser

This is the highest grade in this series and may be found on projects

of 8000 units and over. Ths incumbent is responsible to the Housing Manager
or Assistant Housing Marager for the initiation, supervision and coordination
of project services activitiss. Since projects of this size are usually
divided into several sites, additional positions may be estadblished, in ac-
cordance with standards, at eacih location, and the incumbents will be under
the direct supervision of the P-4, Project Services Adviser, who may &lso

have assistants of lower grade in the projeet central office.

3
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Because of the size of projects in this class, the Housing Manager and
Assistant Housing Manager can give little time to the project services func-
tion, thus necessitating full-time assistants in this field. Therefore, the
incumbent of this position should have an excelient background and experience
in recreation administration and contact work so that he can perform his
duties,with a minimum of supervision and direction.

P-Z, Associate Project Services Adviger

his grade are found on projects housing from 2001 to 8000
unite, on which they have co pl te responsibility for the project services
activities of thec ovroject These positions can also be established on a con-
solidated project of 8000 units or over when the incumbent is specifically
responsible for the projzct services activities of a site of a least 2000 units

(°_.l.

P-2, Assistant Project Services Adviser

’Iz

At this level positions include responsibility for the initiation and
coordination of project services activities on projects ranging from 1201 to
2000 units.

This is also the performance and full operating level on larger projects,
on which as many positions may be established at this level as are needad.

P-1, Junior Project Services Adviser

Positions established at this level are of a trainee nature and are found
only on largs projects where a P-3 or P-4, Project Services Adviser supervises
and trains the incumbent.

REMARKS

It chould be nnted that there are a tremendous number of variables in the
allocation of positions in this series and the only constant factor is the
size of the project. Therefore, the levels have been set at the maximum grade
according to the nuiber of units on the project and it will be necessary for
the regional office to evaluate each position as the need for it arises.
Among the variable factors are: the amount of responsibility for the project
services function which the Hcusing Managsr reserves for himself, and the
amount he delegates to a specizl assistant; the degree of supervision he ex=
ercises; the physical, social and polltlcal charactericstics of the community;
the type and degree of existing services which are available to the community;
the isolation of the project; the amount and type of assistance rendered by
the regional offics; the need for stimulating tenant leadership where outside
leadership is not avmlleble- the scope of project services activities on the
projecte.

Please see the Tenant Aide Series which combines the Project Services
and leasing and Occupancy functions on projects of less than 1200 units.
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POSITICN CLASSIFICATICH STAIDARDS FOR DIRECTLY-OPERATED PROJECTS

.

SZRIZS: RISIDENT MANAGER

XIXD OF WORK

Is responsible for managing a small development or a site on a consolidated
project where the over-all supervisien rests in the position of Housing
Manager. The duties performed by the “Hasident Manager vary with the organi-
zation and operation of the nroject. On consolidated projects without cen-
tral project offics maintenance, leasing and occunancy, project services, and
account*pg sectiong, Resident Managers are responsibile for these duties on
the particular site or development. Otherwise, Resident Managers are res-—
ponsible for collecting and accounting for rents, receiving tenant complaints,

?
maintaining records of taﬁaﬂtﬂ furnis Hing data for the Housing Manager's use
in developing budget estimates, procuring of supplies, and displaying units

to applicants.

GRADZ 'TV“JS

The allocatinsn of Resident Manager nos itlone, like those of Housing Manager,
is based primarily upon tn° number of units exn the projects on which they

H)
,,J

exist. Grade levels for thess positiong are usually two grades lower than
those of Housing Manager vositions For projects of the same number of units,

as shown below.

Grade Units

CAF-9,10. ... it ieieensas. . Over 1200
CAF=8,9. it iiieieee ... 781 1o 1200
O I T 1 a2 I A 750

T eeareneanacoraensesassss 206 to 450
CAF-D,Beenvararsnanrsssnens.ss.176 to 265
I I N '« I 4
CAF-d it iiriavnrnsnesaraeease.Up to 120

VARIABLES

Resident Manager positions are affscted to a great extent by the organi-
zation of project and the siructural composition of its central projsct
office and site staffs. The proximity of the site to the central office
is an important verisble in that Resident Manager grades will be lower

if the office is at or contiguous to thne site. ZResident Mansger positions
usually do not exist on sites of less than 751 units where there is also
an Assistant qOu%lﬂ Manager. o '
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POSITIOCN CLASSIFICATICN STANDARDS FOR DIRECTLY-OFERATED PROJECTS

()
a1

¥

SZRIZS: STORBEEEPER

ZIND CF WORK

Concerns the filling of approved requisitions for the issuance of
materials, supplies, and equipment from suvplies in the warshouse; thse
receipt, orage, custody and oreservation of tools, hardware, furniture and
other supolies and equipment; the requisitioning of stock for replenishment

e Cth“ of such materials to insure that their quantity, quality,
on comply with the related recuisitions, invoices and other
purchase me dla- the submission of daily revorts of materials issued, received
and transferred and of such other reports as may be required.

ie

GRADE LEVELS

CAF~4, Storekesper

Has charge of a moderatelr largze warenouse the area of which should
approximate 10,00C square feet; the value of the zoods stored should at all
times approximate §75,000; and there should be a considerable turnover of
the items in storage, i.¢., about three times vearly. The incumbent should
supervisas two or more employess

CAFP-Z, Assistant Storekesper

CAF-2, Junior Storekeeper

lespensible for the operation of a small warehouse and supervises a
small group of under storeksepers or laborers.

Serves as full-time assistant to a higher grade storekeesper.

30
12128






NHA Bulletin Ho. 21
FPHA 4-1-43
POSITION GLASSIFICATION STANDARDS FOR DIRZDTLY-OPERATID PROJECTS

XIKD OF WORK

'_.
j=
162]

n erieg combines the LeaQ1ng and Occupancy and Project Services
functions on projects of less than 1200 units. The work includes contacts
with indusirial plant managers to determine essential war workers to be
noused, the receipt and verification of the eligibility of applicants, the
investigation and dijustment of complaints, and the reexamination of tenants
for continued temant eligibility; also included are the provision of educa-
tional, health, sanitation, recreational day care and project maintenance
by tenants, providing for the livability of projects and the stimulation of
tenant leadership. In no case 1s an incumbent personally responsibls for the

actual supervision of the clubs, playgrounds, nurseries, cliniece, etc. It
is his responsibility to see that these functions are properly organized
and carried out by other 1nd1v1duals or organizations.

GRADE LEVIELS

At this level the incumbent is reosponsible to the Housing Manager for
the Leasing and Occupancy work and the Project Services functions on proj—
ects ranging in size from 450 to 1200 units.
CAF-5, Sznior Tenant Aide

At this lev he i bent i = sible under the supervision of the
Housing Manage ncy work as well as Project Services
funﬂnons on projects rangi in size fr om NOO to 4B0 units.
OR:

At thie level, on a large project, the incumbent may be located on a

sub-division of thnt vproject and is reeponsible to the Leasing and Occupancy
Agent for the rental work on sporoximately 3000 to 4000 units. In this
instance his work is supervised and reviewed by the Leasing end Occupancy
Agent in the Project central office. His duties include the supervision of
- of applicatlons for admission and internreting eligibility re-
quireme nts to applicahts, making field visits as required to verify state-
mentg of applicants regarding housing conditions, submitting regular revorts
showing weekly progress of work, and supervising the necessary clerks and
interviewers.
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CAF-4, Tenant Aide

A+

t this level thes incumbent is respnnsitle under the supervision of
the Housing Manager for the leasing and ococupancy and project services
functicns on projects ranging in size from 178 to 265 units. On a large
consolidated project he is responsible to the top Leasing and Oceupancy
Agent for the rental work on sites of 3000 unite or less with work
supervised and reviewed dy the Leasing and Occupancy Agent in the project
central office.

m

he incumbent takes ap
bility requirements to aopl
statements

thereon,

) g , makes field visits as re
of applicants regarding housing conditions and prepares reports

REMAFRKS
It should be noted that these levels and grades were established for
positions which combined thsge functions, and it is only on this basis
that the gradés can be justified.
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POSITICH CLASSIFICATICY STANDARDS FOR DIRECTLY-OPERATED PROJECTS

SSRIZS: RESIDENT MANAGER

KIND OF WORK

ocnsible for managing a small development or a site on a consolidated
roject where the over-all supervisicn rests in the position of Housing

ger. The duties performed by the ®Rasident Manager vary with the organi-
zation and operation of the nroject. On consolidated projects without cen-
tral OLOJ“Ct office maintenance, leasing and occunmancy, project services, and
accounting sections, Resident Managers are responsibile for these dutiss on
the particular site or development. Othsrwise, Resident Managers are res—
vonsible for coliecting and accornting for rents, receiving tenant complaints,
maintaining records of ftenants, furnishing data for the Housing Manager's use
in developing budgs estimatos. procuring of supplies, and displaying units
to applicants.

GRADE IEVELS

The allocation of Recident Manager positions, like those of Housing Manager,
is based primarily upgon the number of anits orn the projects on which they
exist. Grade levels for these positicns are usually two grades lower than
those of Housing Manager npositions for projscts of the same number of units,
as shown Dbelow.

Grade Units
CAF=9,10.. .. iieiiinrnnrnsn....0Over 1200
CAT =879 e ttenennneneenerennn...751 to 1200
CAF =7 B e et iinieensnenennnaa dBl to 750
CAT B, 7 e e esveenennnnenennssss 266 to 480
CAT=5,6ueenrenernenennenneees 176 to 265
CAP 4, B vennnrnrnnnsnensensnss 12l L0 175
CAF—d . i it iinsrieiiaanssasesUp 0o 120

.

VARIABLZS

Resident Managzer positions are affected to a great extent by the organi-
zation of project and the siructural compesition of its central project
office and site staffs. The proximity of the site to the central office
is an important varizble in that Resident Manager grades will be lower

if the office is at or contiguous to tne site. Resident Maneger positions
usually do not exist on sites of less than 751 units where there is also
an Assistant Housing Manager. ' o
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PCSITICY CLASSIFICATICN STANDARDS FOR DIRECTLY-OPERATED PROJECTS

of approved requlisiticns for *the issuance of
PP q

eguipment from supplies in the warehouse; the

-

e

Concerns the
materials, supplies

receipt, storage,

other supplies and

a2nd preservation of toole, hardwars, furniture and
; the requisitioning of stock for revlenishment
materials to insure that their quantity, quality,

tne related reguisitions, invoic2s and other
sion of dally revorts of materials issued, received
n other reports as may be required.

Has ch ratelr large warehouse the area of which should
approximate faet; the value of the goods stored should at all
times apnro: and there should be a considerable turnover of
the items iz about three times yearly. The incumbent should

Has charze of a small warshouse and supervises a small group of lower
grade storekoepers and labe

O

rerd.

Regponsible for the operation of a small warehouse and supervises a

small oup of under storekeepers or laborers.

s}

Serves as full-time assistant to a higher grade storekeeper.
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POSITION SLASSIFICATION STANDARDS FOR DIREDTLY-OPERATZID PROJECIS

This series combines the Leasing and Occupancy and Project Services

ions on projects of lesgs than 120C unit s. The work includes contacts
with industrial plant managers to determine esssntial war workers to be
housed, the rece-pt and verification of the eligibility of applicants, the
invesgtization and & Ju"t ant of complaints, and the rlaxamlnaulon of tenants
for continved tenant el Bility; also included are thz provision of educa-
tional, h2alth, sanitation, Tecreational, day care ani project maintenance
by tenants, providing for the livability cf projects and the stimulation of
tensnt leadership. In no case is an incumbent personally responsible for the
actual supervision of the clubs, playgrounds, nurseries, clinies, etc. It
is nis regponsibility to see that these functions ars properly organized
and carried out by other individuals or organizations.

GRADE LEVELS

At this level the incumbent i rosponsible to the Housing Manager for
PO

the Leasing and Cccupancy work and the Pr OJect Services functions on proj-—

ng in eizs from 450 to 12C0 units.

At thig level the iacumbent is

s ible under the supervision of the
Housing ¥anager for the Leasing and %

Cy as well as Project Services
functions on projects rarnging in size from 200 to 450 units.

¢ lavel, on a large pro

i joet, the incumbent may be located on a
sion of that project and is S
t

sonsihle to the Leasing and Occupancy
ne rental work on spnroxi ately 2000 to 4000 units. In this

s work is supervised and reviewed by the Leasing and Occupancy

e Project central office. ¥is duties include the supervision of
tne tun*ng of applicaticng for admission and internreting oligibility re-
quirements to applicahts, making fleld visits as required to verify state-
ments of applicants regarding housing conditions, submifting regular reports
shewing weskly vprogress of work, and supervising the necessary clerks and
interviewers.
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CAF-4, Tenant Aide

At thie lev the incumbent
the Housing Manager for the leacil

g

"5

ecpronsible under the supervision of
N occupancy and preojsct services
functions on projects ranging in size from 178 to 285 units, On a large
consolidated project he is responsible to the top Leasing and Cccupancy
Agent for the rental work on sites of 2000 units or less with work
supervised and reviewed by the Leasing and Occupancy Agent in the project
central office.

W

£

moB e

[

(]

\
The incumbent takes app
bilit" requirements to appli
atements of anplicants re
tnernon.

ations for admission and interprets eligi-
nvs, makes field visits as reguired to verify
~garding housing conditions and prepares reports

It should be ncted that these levels and grades were established for
e ions 8

positions which combined these functions, and it is only on this basis
that the grades can be justifi=d.
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